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Dear Sir/Madam/Mrs./Mr./Miss,

You are aware that I stepped down from your firm one month ago to deliver the baby I was expecting. As per the terms of the agreement, I was to return to the firm two months after my delivery. After careful thought and consideration, though, I have deemed it necessary to quit the employment altogether.

I have decided to stay at home indefinitely to care for my newborn until such a time that it is fully grown. The decision to do so was informed by the advice of my doctor, who argued that as a first-time mother, I needed to bond more with my child.

It has been a great pleasure working with you over the last five years. I learned some valuable lessons which I shall live to cherish through eternity. My special thanks go to those close colleagues and workmates who accorded me the warmth and love I received while there.

Kindly know how I may be of help during the transition period. Feel free to ask for my intervention while acquainting the new employee with the dynamics of the post I have left vacant. May I also know when to receive my outstanding payments and the associated benefits.

I am hoping to hear from you soon.

Sincerely,
Firstname Lastname 


